
INSTRUCTIONS !See Publication No. 76-RM-! for instrudions on completing th is  form. Forward signed original to 
Department of Archives and History, Rewds Management Division, 330 Capitol Avenup. Atlanta, Georgia, 30334. 
Attention: Schedulina Section. 

1 7. 

~~~~ ~ . ~~ -~ ._-_ ~ __ ,  . . .  .__- : . ~ ~  ~ ~ . . 

___ . -- 1. Agency Address 
Off i ce  df t h e  C o m p t r o i l e r  Genera 
I n s u r a n c e  Depar tmen t  

FOR AGENCY USE 
;pplication Date 

Agents  L i c e n s i n g  D i v i s i o n  - .~ - .  _^__._.._ 7 132 S ta t e  C a p i t o l  
,&Iicstion Number 

656-2100 
~ ~~~ .. ~ . . . ~. ~~. ~ . . ~ i  . .~.~ ~ . . . . .- 

Pr i n c  ipa  1 ' C l e r k  
~ ~. ,. ~ 

Angela R .  Watkins  

.$ 
8- %I Estaotisn Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

-.'>.=--.-.- .r--.~~-.~-_-~-~.l__-r-_-~.-~--.- -~ ~ .~ . ~ , ~ .  . ~ 

I. Action Requested 

---_ Check O n e l 0  Change; 0 SupercedeLO~ Void .~ . .~ .. . ~-~ _ _  ~ 

5. Reeordr Series Ti t le Ifolowed by tide used in office: if different) 

I n s u r a n c e  Manua 1 Money. R e c e i p t  .Books. 

The Agents  L i c e n s e  D i v i s i o n  i s ' r e s p o n s i b l e  f o r  p r o c e s s i n g  a p p l i c a t i c  
and  i s s u i n g  new a g e n t s '  l i censes  and renewing permanent l i c e n s e s ;  
exa'mining a g e n t s ,  c o n d u c t i n g  p r e - h e a r i n g  c o n f e r e n c e s ;  and  f o p  
p r e p a r i n g  c e r t i f i c a t e s  f o r  a g e n t s  be ing  l i c e n s e d  a s  n o n - r e s i d e n t s  
i n  o ther  s t a t e s  a n d ' a e c o a n t i n g  f o r  a l l  Agents  L i c e n s i n g  and  
C e r t i f i c a t e s  of A u t h o r i t y  f e e s .  

larliest 

7-1-80 Present  
i. Division and Offio Function 

.~ ~ .~ ~ - ~ _ _  ~. . .. 

in which this record series is  created? 

i .. , . 

- ___.~~____I _._--_ ~.~ -. 2 .... .~ _ _  . ., ~~~~ ~ ~~~~ ~ . -  .. . - .  

'. R m r d  Sties Desaiption This file contains the following documents (include form numben end rir/es, if any): 
A chsampl s f th f i  

- 

Documents relating to: T h e  s e l f  of f n s u r a n c e  S t u d y  Manuals t o  t h e  comsumer. 

Included are: G r a y l i n e  Money R e c e i p t  Books,  E f f i c i e n c y  L i n e  &Ioney 
R e c e i p t  Book, 

- .. ____. ~.~ ~. .~ ~ ~ . ~-~ 
8. Monthly Rderenca Rate How often ara records referred to which are: 

3 .  *; Thirteen to twenty-four months old ~ - _ ~ ~ . ,  One to six months old 2-; Seven to twelve months old -6 ~ 

.twen.ty-five months and older-L~- - ?  

Letter-size drawers ; Legal-size drawers -.-. --r-; Shelves I ~--;Other{specify), - ~~ ~ ~. . 

. - ~- .~ . . 
9. Annual Rate of Accumulationof Remrds 

2 Cubic F e e t  



e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
-_dauments..be tchaduled #oeratelv?. ~ ~ . . ~ .... . - ~~ __ .- .. - -~ T _ _ _  .~~i 

. f . *htha hformationmntained in.rhir .rerieravernublished2~~ If_uss. attach~mw, ~ ~~ ~~ ~ 

--l.fxe~attachmPY, ~ .:-.-- .~ ~~~ ..~ . ~ ~ ~~ ~ 

---LfuQsAYhQtaz-_2>. ..~ ~ . ~~ ~~ ~.~-I___-~_--~-_ - - ~ 

-1.. kthissaries for a m i 3 k g O f f i O n  of i t~rqular lv  micr~film4d? ~~. ~ 

-t-Doerthe_recocd seri~s..retult~inacomauter printout? .~ ~ ~~ ~~ __  . - , . . .~ ~ -~~~ ~~ ~~ ~~ . -. 

. -  
g. I s  the information contained in this series ever analyzed and/or recorded in a summarlred roport? 

h. Is'there aduplication of th is  series in your office, or in another office or agency? 

-- ~~- 7-- .- 

Jhe following requires the series to be kept: 

1 a. State Law __ - -years. d. Audit period - . -~-_ ~ . . ..-years. 
b. Statute of limitation -~ __ - ... .~ . years. e. Administrative need -.- __,years. 
c. Federal law ~ . ~ - - - - - y e a r s .  f. Federal retention instructions __ --years. 

Attach copy or excerpt of laws dr regulations. Explain admirhrative need. 

. -  

, -  , .  

. . 2 . ~ ~  ~ ~- -. . c _ ~ ~  .- I-I_---- ~ 

12 ADDMVO~ Disposition Instructions This agency recommends that  the file series be cut otf at thb end of each: 
. .  

D Calendar Year; kl Fiscal year: 0 Other ' 
- L-. 

8 Hold in the current files area 
0 Transfer to local holding area, hold - ~ ....__3 year(s); then 
!a Transfer to State Records Center; hold ___ -.year(s); then 
eS Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other Ispecifvl 

.month(s) . year(s1; then .'.Qnd until/audit is combletedj+h 

. .  

. I  

These instructions apply to a l l  prior and future accumulations of the series, 

Recommendations in para- 
graph 12 are approved. 
(If disnppmved, am& letter 
of explanation.) 

. ~ . ~~ 

Stem Auditor/Designee 

Secretary of State/Designee 

Attorney General/Designee 

-~~ ~ .-.. ~ -. 

-- .c .-_...-_- ~ _ _ - I  . . , . . 

<-.* ...,.i.ll.--.-~", . _, 

- 


